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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 

OFFICE  OF  INFORMATION 
WASHINGTON 

March  19,  I9I+I, 

OFFICE  OF  INFORMATION  MEMORANDUM  #12 


The  Department  has  procured  increasingly  large  quantities  of 
printed  forms  from  commercial  concerns  in  recent  years.    Each  year  a 
growing  number  of  contracts  have  been  made  to  buy  from  commercial 
printers  the  forms  that  are  necessary  to  the  bureaus  and  offices  of  the 
Department.    The  Offices  of  Information  and  3udget  and  Finance  have  had 
to  assume  responsibilities,  in  connection  with  the  procurements,  without 
having  exercised  needed  control. 

Officers  certifying  printing  vouchers  for  payment  do  not  have  the 
information  necessary  to  determine  the  availability  of  contracts,  since 
several  bureaus  may  have  been  permitted  to  use  the  sane  source  of  supply 
contract.    That  is,  no  individual  accounting  officer  would,  from  the 
bureau's  records,  be  able  to  certify  that  the  Department  had  complied 
with  the  specific  provisions  of  the  contracts  and  waivers  of  the  Govern- 
ment Printing  Office. 

The  Offices  of  Inf ormation  and  Budget  and  Finance  have  agreed 
that,  in  the  future,  any  source  of  supply  type  of  contracts  entered  into 
by  the  Department  for  printed  forms  will  be  made  available  for  use  of 
all  bureaus  and  offices  of  the  Department .     Therefore,  a  copy  of  all 
purchase  orders  shall  be  sent  to  the  office  of  the  Director  of  Information 
for  approval  even  though  funds  other  than  the  central  printing  and  binding 
appropriation  are  to  fi:iance  the  purchase.    This  policy  will  become 
effective  July  1,  19Ul. 

The  Office  of  Information  will  continue  to  be  responsible  for  se- 
curing waivers  from  the  Government  Printing  Office  and  after  the  effective 
date  of  this  memorandum,  will  assume  full  responsibility  for  Uniting 
purchases  to  the  specific  provisions  of  the  contracts  and  the  waivers 
of  the  Government  Printing  Office.     If  a  bureau  should  find  it  desirable 
to  accept  deliveries  in  excess  of  the  normal  lOji  over- run  -llowance, 
prior  approval  must  be  secured  from  the  office  of  the  Director  of 
Information. 


The  Office  of  Information  also  wishes  to  have  by  April  15,  19^1, 
estimates  of  the  needs  for  the  next  fiscal  year  of  each  type  of  printed 
form  to  be  obtained  from  commercial  sources  including  samples  of  each. 
This  information  is  essential  to  facilitate  prompt  arrangements  of 
contracts  for  the  next  fiscal  year.      >0  / 

Morse  Salisbury,  / 
Director  of  Information. 


